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25X1A

My, Meloon 31 July 1953

I
Acoomplighment Raport

Attached ip 2 report on acoamplishments of this Divislion during the
past year,

I'm pure you recall the "state" of the Division about a yeer ago when
you ugked me to take it over,

You probably alsc reeall how the first several wecks were mpent trying
to ward off the proselyting raids of a newly transferred "operator" fram
FE Division, The g promiges and commitments made to three of the
senior members of the Divislon ware not very conducive to getting our job
done. We firally left one of these members go when 1t was evident that
ke was beyond reclaimation.

In addition, there was the immediate problem of trying to salvage
ancther apalyst, who had resiged and returned to his home in Wiseonsin the
week bofore I took over the Division, I was able t0 persuade him to return
g;:hngs after a months leave, and he 1s developing as 2 valuable member of

f vision.

Another immediate request for release was regelved from ancther analyst
who felt that he had not been adequately recognized. His request for transfer
to O0D wag at least succesafully postponed for six months wntil a replacement
agould be pecured then he transferred to OCD.

Almogt immedintely the DD n started, and that, with three
senior anslysts working on the Survey, kept the joint jumping
untll after the first of the year.

Than, oonglderable effort was expended in laying the groundwork for our
Standards program, dooumenting and elarifying intermal Division methods with
particular emphaslis on a more intensive analysis of pesitions, and to improve
the quallty of the Divislon's work.

Much time and thought were given to Regulation material, Handhooks,
revised description format and fi and mmerous special studles and projects,
such as the Supargrade Review, the Hawardous Duty study, ete. If within a
reasonabls parlad we gan get this regulatory and policy material published
and in effect, I think it will go a long wvay towards resolving some of our
problems, and relieving the pressures of "grade on your back" proponents.

I have gradually rebuilt the staff, and once we get the newer sequisitions
through the Brslo Trailning and Orlentation exercises, we will be in pretty fair
shaph to meet the onsglaught.
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Our trainees, in particular and others, have over the 25X1A

past year developed to a polnt where are able to make a smbstantial
production eontrivution., However, thelr training and development has required
conglderable time of the senior analysts, This, together with the substantial
maber of senior analysis tranaferred ocut of the Divislon to other assigmments,
has kept us spread pretiy thin.

While everyons in the Divislion is not a "hotshot®, I think there is
reprasented in the staff a high level of technical compestence, experisnce,
and "mow-how® of which you can be proud.

While I have conslstently tried to keep you informed of gignificant and
gontroversial happenings affecting the Divislon, I have tried to resclve as
many of our problems as poasible without adding to your busy schedule. I
asgure you that there have been many problems and pressures which, I believe,
have heen resolved without prostituting the ehjectives of the Persornel Office
progran,

I belleve our relatlonships with the operating offices have been
materially strengthened and I have received a number of comments concerning
appreciation of our techmioal contribution, and of the prompt, cooperative
sorvice glven by the Division, even though the requests were not rubber
gtampad.

Whlle I agree there remaing much to be done, I persanally feel that a
g0lid proundwork hag been laid and much has been accomplished during the
past years
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S=curity information
31 July 1953
Fersonnel Director
Chief, Classification & Wage Division
Annual Report, FY 1993

A detalled staterent of FY 1953 accomplishments and objec~

tives of this division, is herely submitted to supplerent the

budret estimates previously rendsred in accordance with ouvy

memorandum of 15 Jume 1953,
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1. IFRODUCTION

The servicing of oporating divisions with roespoct
to Table of Urganimation nporovals, individual claassi.
fication sctions and similer day to day tasis cortdnued
to be the predominant factor in the activities of the
dviston during fiscal 1953. Sevaral siondficant af-
vanoes were made In swmourbing this routding work load
in the direction of imwoved technigues and methods,
nogition standaed develoments, end swvey aa*iﬁw
A nov and coaprehensive position analysis formnt
put into effoet po that amtisam orpanised ,;m«—
siticn information would be aweilable for glandards
and carser developmont proprams, 7 means of an inte-
gratod approach to pogition analysis, 21l data about
the pesition useful for recruitrent, nlacement, train-
ing, career Jdevelopment, as well as classlfieation
purposes is being obtainod, Statistics] studien of
average grade struocture trends, relationshios botwoon
anthorized 7/0 grades and prades of incumbento, imber
agency aversre prade comparisens, were undertaken in
order %o make possible mae irtellipent revievw of the
classification plan and the marsey in which it is
workisg out. Results of these studiss bave boon for.
nalized in policy axd regdatory malerial for Person-
ncl Regulations desirned to establish o universal end
commonly undarsteod foundation for the activitles of
the ddvision.
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2., TAULE O CROAITZATION

This division assumed the reapensibiliiy for the
coordivation of all Tables of Organization apuroval
within the DD/A area, bein: made responsible for ob-
taining concurrences of the Comptreller, Organization
and Methods, Logistics, and ihe Geperal Servicoo Cffice,
and for the preparation of the action napser on sach
aropossls in which such factors as actuel need Jor the
nogitlens, the avallabilit of persome’, and the owr-
rent wolicies and tronds Lovolved were treated. This
gtafl sorvieco, when combined with the combimdn hich
rale of reorpanizetion throughout tie Apency accounted
for a smajor nortdon of the work load of the Iivisien.
Some advance was made in rondering advisory service o
the oserating offices mrior to subeission of forsal
7/0 roguesta. Those sorvices included sugrestions on
alignment of duties, uniform position titling and the
furnisting of advisory allocations as to grade and
serles, Since thds tyme of sorvice is parbicvlarly
denendent on condinuity of nersonnel and the estabe
lichmer: of mutual itrust and conficence between the
oparating official and the classifier, the effort
sulfared in some degree because of tho staflf turnover
reflerred 1o elsewbere in this report.

For the Ziret sit monihe of the year while the
mejor yroorpanization of the DD/P area was takin; place,
covert brench efforts were devoted almost entirely to
keopiny pece with shifts and changes, Since thouwsends
of positions were involved with hesvy prossure Jor
complotion of reoview, a procedural device was adopled
on problen or disouted srades. These positlions were
ziven prade ranpges wilith resrudtvsnl possible only
arainst the lowest grede of the renge, wmiil such
time ar imdividual review could be made. Thus {lagged,
the Table of Orpanization was approved and the operating
office not delayed in its stalffing activities. . case
load of 600 positions resulied Jron thiz procedure which
was nob corpleted wotil Jammry. This sare bechnigue
was used Jater Ly the Owverd branch on the ogecasion of
reoryardgation of the Procwreient ind Supply (I0llee.
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2.

TARLE OF ORGANIZATION (Contimued)

The 30«25 form and procedure as introduced by this
division for making T/0 changes appears to be working
smoothly. ouarterly machine listings of T/0's were
introduced in October, piving a situation report which
has made a marked improvement in Agency-wide position
statistics in relastion to z given date. The £l time
services of one ¢lerk have been reguired to maintain
the T/0 coatrol reglster, post chan'es, mainbain re-
cords and supply information.

STATISTICS

Number of Tables of
Orgenisation Reguectis ™ Pogitions Tnvolved

#IOTE: These requests range from minimum changes to
complote reorganisations involving thousands of nosi-
tions, such as DB/P.
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TEOMLLATS O STRYLY AR

The exwengion of survey activiys o overcsac
installntdione took place dveing the vear, and studies
of the wRro f‘t’ﬁ%}l@vuﬁl
Tve bo She analytical aprroach to the alipnment of
dutdies and rc:ﬁpmwﬁ.bilitias s the progzress of the
reorgandzation of thfzf'c torions was faciliteted and
the mmmi:mmqt ol pers commel more readily acconplished.
Occupatioml information on f£isld positions, Wcs;:amﬁ:h
diffiedls to obtain due to plysical Insccensibliliyy
securify and obther admindstrative reasons, was ;;»lsa
obtained and ig daily proving of value in posliion
shandaris axl other personnel adminis tration activitios.

An important tecknical development in position gur-
voy ackivig- was the mle%an of an intesvated sporoach
i:.b position ana},;si.g Yy which all data aboudt the poci-
tion, ool e qzm):‘iic 3 51 tm m:m!,mwt" dnta wae
obtained Ly 'uhe clascification amal wt. Tepresenbing
a rreater depth of ceveraro, this lechnique appears
well suited to the neede of Agency Tor complebe ocoine
pational inforwation of the type widely used In indun-
try and the jrmed Forces. Tin introduction has et
with ammm not only in the Persommel 0f{ice, bulb
also smomz the operating officials, and particularly
amon: the career and adminisiratlve wana: semend officlals
in the oneratin: offlices.

It is to he nobtacd that despite the congbant reor-
ranization situation prevailing in the ID/P ares, ame
mjo:~ surver was carrlsd throwgh to completion with
twe other swrveys nearing completion. The increansed
survey activity in the DD/T and DD/A arcas is also
reflected in the attached oumamry.
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Lo TCSITION STIEDARDS

Tae year started insuspiciously from the stand-
peint of the positicn standards program, with the
prograa temporarily suspended due Lo pressure of ore
impediate tasks such as the DB/P reorganization ad
the foreign field surveys. Uy the second gusrier it
was possible to assicn one sendor stall merber to
this progran to make a teginning and to lay out the
line ol approach. It was soon determined that stan-
dards inforration must be gathered in 2 sysiomati-
cally organized forr with greater breadth and depth
of coversze than normelly involwed in classilficalion
parposes alone. Therefore, a standard position
analysis format was developed and placed in efiect
by January 1 for all position deseriptions wriiten
by this division. In the meantime, using posiition
data oo hand, several shtandards were preparcd in
draft Torm. These were not iszued due to dewvelop-
ments in the fleld of qualification requirements.

In the [inal quarier of the year a speclal comdittoe
was nased by the Persomnel Director to study and -mke
recomsendations on qualification reguirements fox
Agency positions. As s result of the recommendations
of this comitice, this division was assigmed respon-
sibility for gquallifications regulrement developnent
as a part of its responsibilily for position standards.
Recommandations of the commiites resulied in some
changes in the position standards work complebed to
date. Procedural regulatione were also developed for
the authorisation and distribution of standards and
a list of assipgned projlects at the close of the Zis-
cal yoar follows.

Yhile it would be desirable Yo complete the
Agency standards progran prompily, the list rerve-
sents Lhe maximser cepaciiy of this division at rresent
staffing level for at least the first half of the com~
ing year. If it is Jesired to speed up this schedule,
either additional stoff would e required or present
stalf diverted from other asctivity.
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L. POSITION 3TASDARDS (Contirusd)

PROJECT TITLE

Courier Series, 0S-0301.3%

Tatelligence Assistent Series, CS-0301.50

Mail & File Clerk Series, 35-0305.05

Telegraphic Typewriter Cperater Series, 05-0385.01

Comuo. Tech. (Radio} Series, GS-0330.02

Commo. Joding Series, 6S-0308.01

Commo. Tech. (Crypbo.) Series, (S-1121.05

Intelligence Officer (Documents /malyst) Series, GS-0132.21
Intelligence Officer (Jontact Spec.) Series, (1-0132.0%
Intelligence D ficer {Document “xploiter) Series, G8=-0132.00
Information Specialist Series, G5-0010.08

Tab. BEquip. Oper. Series, GS-0355.01

Tab. Project Planner Serics, GS~035%.03

Time, leave & Payroll Clerk Series, CS-05L1.01

Geographer (Cartograp'y) Series, C0S5-0150.01

Geographer Series, (5-0150.01

Cartogrephic Draftsmen Series, 05-0816.01

STAXDARD JOB DUSCRIPTION

Clerk~Steno-rapher, (5-0312.01-0L
Clerk=Typist, G5-0322.01-03
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. SEGRED

Qecurily information

SPEOT, (T AL A PAFINS

In additisn to the convenbianal clascifiesliion
studiecg, ~» substantial armowmnt of accemplishoent was
shown in carrying threugh the divislon mumrous vo~
posaly and studies arising out of Tlas:ificstin.,
Table of Crganization ond other stafl respenpibili-
ties. Jtall studics were instituted and carpled
forward 1y which Agency policies on projection of
dutloe, iriining anl reszzi amcnt poels, and g-oclel
operabing allowances wore cstablishoed or olaxilicd.
The Shlel, 00 served as chailmman of the worklay
group on asardous July Tary and nesbers of the Jivi-
sion plaged a prominent part in the develorment and
adopltion of the sball stuly by which the Agenc .,
a'ter thorough review of Jepartment of Delengs wlicy
in tids wrea, decldod to forego thds Lo of ey
incentive. Whdle on speclal detall during e Mrst
quarter of the fiscal roar, a rember of tho divieion
spearboaced and carried tareugh to cowpletior, 3
coplete and thorough revision of the ‘jemey's system
for qualification eoding of applicante nnd owployees
ecduweatior, lanpusze, area kmowledss and work ciperi-
ence. This involve! a coplebe revision of tie
occupaticnal coding structure, the addition of a
langusge and ares codin; structure, desiym of queli-
ficatdon quegtiormaire, I31 card design, and develop-
nent of coding instructions and techniques. Chief,
09D served as Persomnol Office represeriative on the
Projeet Administrative Plamming Staff, assisting in
the developaant of administrative olang for twentyeonc
Agency projects. In the course of this assipmment,
the Dramework for Personncl Off4ice variticipation in
guch plans was develonw! and the recent appreval of
Agency Fersamnel Polic ermlations gives a sore sube
stantial base than haps ldtherto exisied for »ersomel
nerticipation in these plans. As -art of the ‘crson-
nel Gffice mroject to develos & mamsl of Persommel
Reguleations, material won developed in Tlassification

o

Security Infermation .~ <. -
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Security Informatior:

SPUCIAL SUUDIND AN PIOSTors  (Continued)

andd Jare “rogras, Tables of Crpanization, Position
Standards, Salary and Wapre Deterrdination, Mannower
Planninz. Intensive revicw of material prepared
by other segmentes of the Persormel Office war also
acconplished.

The work load involved in servicing of lational
Socurity Jouncil showed an jncresse &5 & resuld of
reorcanization plan for that body, supergrade propo-
zals ani the anmial survey and report requirel by
Section 1310 (d) of the Supplemental Appropriations
ot of 1962,
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6. OTAUF ASSISTANCH TC SUPVRCRADY ZmvIsay oo

Az & result of Agoncy adopbion of standawde
ized procedures and ceilings on positions =i the
Belé level and shove, a considerable worl load
of sta’’ aspisbance was placed on the division.
Survey of pogitions at theze levels wag corplebed
which Lncinded ptatements on distinpuishing feaw
teres, status of the position, exiernal corpari-
sens, imternal ranidng, conclusions and recommesie
datiors for cach position. Continuing assistance
vas ziven to the Superpyade Review Toam! on indi-
vidual actions alfecting positlions at thds E.ewl
in the form of preparing beckground walarial sod
reports. The Chief, COWD scrwed as secretar: Of
the Poard for the Maal portion ol the flscal
wear. Staff studies vere zlso prepared ss (o a
desirable ratio of nomitions at this lowl o
Ageney twbal in which a corprehansive analysis
of the evecuiive zalmvy structure of the Toderal
Goverrmant was offerad.

STATISTICS

-z:am

25X9

Approved For Release 2000/08/04 : CIA-RDP78-05941A000100010005-7



Approved For Releas€ 2000/08/04 : CIA-RDP78-05941A000100010005-7

7. THVDZIDUAN, PERSONNEL, ACTIONS

The case load of individusl actions reviewsd
during the year was greatly reduced iy the adop-
tion of a gystem whereby persommel actions not
invelviag re~classification of the position ¢r s
"fazged” position by-pess this divislon. A posi-
tion was "flagped® if it involved an incumbency
allocation, a projection of duties, an uncertain
series, or other considerations which made indivi-
dual review advisable. Due o the re-organization
of the ID/P ares, it was not possible to extend
this systen to components of that directorate wmtil
late in the fiscal year. 1L general sdvantage ob-
tained by reducticn in the number of cases received
by the division wes the eliminabtion of one clearance
point for individual sctions in the Persommel Cffice,
thus atding in the streem-lining of persormel pro-
ceduras. The particular advantaze to the Division
was that of transferring staff time previcusly de-
votaed to the review of individual actions Yo longer
rangs funcilions of swrvey and standards activities.

STATISTICS
Tndividual Cases Processed (Includes appoint-

ment, itransfer,
promotion actions)

L5623
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8. SALAHY A¥D WACE ADRTYISTRATION

While the Placement Dranches assumed respon-
gibility for salsry determination dwring the past
year, this division was retained as reference on
problen end marginal cases, and furnished consul-
tation on mmerous individusl cases. A study was
issued on creditable service for rctention of
salary rate previously oarmed by appointees in leg-
islative and judicial departments of the govern~
ment, and in quasi-Federal Agencies. The new Yage
Bosrd Pvaluation Plan for Supervisory Persomwel was
put into effect. Typlcal of the problems encountersd
in Heurly ¥Wage Schedule were thess copcerned with
the compensation of employeas entitled to one pay
schedule by CYA practice, but working IR
- |

on & diffsrent schedule. Difficulties were encoun-
tered ip commection with the mmserouns hourly pay
schedules in effect in the Agency and the problem
of keepdng them in aligoment is a contimuing one.
Establishment of a Wight Differential policy for
hourly wage posttions consistent with practices in
the trade and locality concerned was offected. It
was also possible by using nevly appointed position
claspifiors awalting clearance te complete several
studies on professional and engineering salaries
paid by industyy and the universities.

25X1C
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STAFFIY} _PROBLEMS

muﬁmmm«mmmwma
Table of Organization of tweniy-nine positions, of
whioch twesty-ene were profmssional positions and
elight clerical. The on-board strangth went through
several phases, For the fMmpt six menths there wore
losses sustained which wore not replaced until late
in the yesr. Anmﬁﬁsﬁmmlamm
of the division shows that there were thirtesn (13)
fully qualifed amalysis on bosrd ab the besinning
of the fiseal yoar, the balance being made up of
traingcs and clerical. S5ix anslysis were logt to
the division by reason of tranefer and ome Ly resig-
nation, for whom replacommnts had to be secured with
attandant loss of time aml afficiency in their wo-
curemnt and tralning. With a elarical allowance of
sight, mmawda}m that sevon clerks were trans-
ferred or reassigned during the year. From these
ﬁgumumbemmhmwmimminw
division bhas been restuffled st lsast once during the
yowr, and the treduaing and morele pooblem which this
imposed on the balange of tie stall was a considerable
one. In addBiion, this division had to furmish one
sonior employee for the Repulations Task Force, one
xwmawmmmmmmmﬂm
Working Growp on Quelification Requirements, one for
the Commitieo on Hezardouws Duty Pxy, for pertods
ranging from one %o three months, Thus the stremgth
that aold be breught o bear on the day-to-duy worke
ing operating losd wes etretehed thin., This is ro-
fisctad in the relatively low pervemtage of pozitions
covered by survey, whlech hes been less than twenty
por cant of the Ageney totel, and the inability to
docuant the Tables of ﬁxzmﬁm with position
descriptions on & mejor scale.
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9.

SECRET

Security Information

STAFTING PROBLIMS (Continucd)

% the close of the fiscal year the staff had been
rebuilt to authorized strengbh with an overage of six
personnel assigned to the Interin Assiioment Tranche
Since there has been no increase in authorizalion for
this civision for two years despite the increase inm
the size of the isgency and the functions assigned to
the division, it is believed that this authorization
should be increased at a very minimum Ly inclusion of
the six positlons, and relerably by ten positions for
s totel of N

In support of this contention the lollowiny com-
paxiscns are offered:

RATIO METICD

Ome meihod of computing size of classification and
wage staff is based on ratic of classifiers to other
personnel. This ratio in the classifMcatios function
varies from ane classifier %o one thousand sersonnel
to one to twro hundred and £ifty. The veriable fectors
in this method are based on; (a) stability of the organi-
zatiop, (b) level and difficuliy of positions which must
be classified, {(¢) the occupational range oresent, (d)
dispersion ol activities, and (e) presence of standards,
culdes and wecedents. It is btelieved that under %t
formila an Agency ratio of [clessilfier to
Bl sositions is a reasonsblc one, in view ol the
professional nature of the Agency's mission, and the
many supporting services nod withia the purview of the
convesticnal classilication and wage actdvilty. This
cospares with & figure of three lmndred and seventy
five departmontal civilian persomnel %o one eclassifter
prevalling in the Navy Department, exclusive of cleri-

cal perscuncl, amd would provide for & otalf of
classiliers and jclcvical or a lotal of

% .
Qecurity {nformation
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9. SPAFFING PROBLEIS (Contimued)

npame ' ; # operati
. the TV is a regional and industrial Wpe :3 . »
not m %*; ococupational range or the globel mission of

CLASS. COST

A : ADJUSTFD TO 153

»  PERCENT OF PER CAPITA A3 ADJY 153

AGENCY A vS  TOTAL PERSOWEL _OF DATE OF STUDY SALARY SCHRTLD
| : X 16056
- §§§ 20.9 %g ﬁ%
R.F.C. 7,183 162 -
mm 26,713 16.1 2L.6L 29,56

23S writing, four new BPpOING

gence Course mmmg,m
,fggﬁ’%ﬁ%aﬁwmismﬁ brd

negun). stbength 10 bear on 1ts own opersting mrkgm&ﬁé,%e ,

conclusion follows that some staffing mrovision sbould be made

for these and other contingencies. I addition, if immedi co oo
Isasi.fimrs are to continne to be re-gssigmed, thers °f noed o e

;mmgw. 1n light of these considers s
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9, STAVETES PROPLOE {Combinued)

and of the comnarisons presented, and in vicw of ihe sub-
stantial odditions to the hasic mission of the division
which have teen made in the past years such as the quali-
fication recuirements “rorram, ami the tabtle of or-anliza-
tion responeidilities, it would appeer that the stalfing
requirement proposed is a modsst one, and represenits the
minirmm &t vhich the division could he reasonably cxpected
to verform the tasks demanded of it.
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0. FY 1$5h CBJECTIVES

memmmoxammmmamwﬂw
various progrems, while dewelopisg sieff eompelemce
t@ these assipmants, is the m,jor objective

Sivision for tho cm’aiag, ar. ith respect
m Tm,le of Drgeniszation and mm}sm CABEe IO~
cessing, 14 is hoped that stabilization of the rete
of m;umm will normit & reduciion in the
anount of offord now gzuémg into tida phass of the
wor'z, mmw&wiwtmdmwwﬁmmw
tation of Tables ol Jrpardsation by position anglyods
ammr o 8 srvey or a goot basls so that & “dgher

percentage, of the order of £ifty ner cent, of Ageray
mﬁﬂmmmemdmmémmm
The position stamdards progran, fockuding qmlii’iaa»
tlone requirenent develooment, will bo emphesize
ﬁtﬁtﬁegaﬂafmmmm«mmww
conplotdon spproximtely twemipelive sbundards pro~-
Jecty. Incladed in this ondesver will Le & rovision
of the cceupaticmal codlng strusture as W series and
claspes, nsad flor which has bosn mede evident 1y the
varipus ptaff stodies on the made duping the
yeury In the evemt that the clapsification of mili-
tary potttions is added to the responsibilities of
the Civipion, some adfustment in cbjectives will be
w Mmefﬁuniﬁamﬁmﬁmm
mmmémwa:mmzmmmm
gaddes wd in the arleatation of the classlfiers with
rouphct te more intensive anslysis techaigques wd o,
m,wmemmmm@fﬁt
activity se that the clsasification plan and w&ﬁn—
winistretion will be conducted mwcmﬂama
Mghoot technical standards.
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NOTE

e attached materials include the written instructions,
{ncluding training cutlines, furnished to field recruiters.
The Personnal Procurement Divieion has arrived at its present
state of aperation, from the stanfpoint of instructional
policy, through a long process of evaluation, and the econtrol
of such verbal instructions as are given to the field varies
’; not cnly from sy to day, in responae to changing Asency
1 etnditiong, But also from one recruiter to enother. There-
| fore, £ supplemental text of verbal imetructions Ias been an
B 1amassiblé sécomplishment.

The gaterial supplied includes certaln memoranda directed
gpecifically to "specialized™ recruiters vho deal with pro-
fessicnal and technicel personmel. This same type of material
is also provided clerical recruiters on a less formal basis.

Con~
/‘/F/ZP{/VD,Q{

\
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0]7% Memorandum + uNITED STATES GOVERNMENT

TO : Personnel Director DATE: 24 July 1953

FROM : Chief, Personnel Procurement Division

SUBJECT: Report on Personnel Procurement Division for Inspector-General

1. Pursuant to various instructions received from your office and the
Research and Planning Staff on 22 July, I am forwarding the information
requested, covering the following topics:

(a) The Functions and Structure of the Personnel Procurement
Division,

(b) Division Strength Figures as of 27 July, 1953,

(c) Accomplishment Record of Personnel Procurement Division
for FY 53 (including statistics).

(d) Copies of All Instructional and Informational Material Used
in Training Recruitment Personnel and in Communicating
with Recruitment Officers in the Field. (Divided into Special-
ized and Clerical categories)

(e} Copies of All Forms Seen By, Signed, or Given to Applicants.
(f) Annual Correspondence Report for FY 53, and Sample Letters,

2. In addition, I was requested to supply a summary of "all verbal
instructions given recruiters, either while in training or while serving in
the field." I am sure you realize that our reasons for not complying with this
part of the requested survey are connected with the impossibility of accom-
plishing such a task. We have arrived at our present state of operation, from
the standpoint of instructional policy, through a long process of evolution, and
the content of such verbal instructions as we give to the field varies not only
from dayto day, in response to changing Agency conditions, but also from one
recruiter to another. Therefore, I trust you will understand why we have failed
to comply with this portion of the request.

3. In the course of compiling this survey, each affected branch submitted
their individual, separately tabbed reports to me, which I herewith transmit
to you with such additional comment as is required from this office. Knowing
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that the report was to be subject to further modification and concentration in
your office, I have purposely presented it in the loose form dictated by the
request I made of the branches to submit separate branch reports to me for

transmission under covering memorandum to you:

THE FUNCTIONS AND STRUCTURE OF THE PERSONNEL PROCUREMENT
DIVISION (as organized effective 2 September 1952) see PPD TAB "A"

A. The Personnel Procurement Division is responsible for planning,
coordinating and directing programs for developing, locating and exploiting
sources of personnel to keep the Agency adequately staffed. It maintains
effective relationships with other components of the Personnel Office and with
operating officials in order to be continually informed of current and antici-
pated personnel requirements, overt and covert, staff and contractual, the
latter wherever appropriate., The division seeksto insure effective inter-
viewing of applicants calling locally; reviews and screens all applications
to determine the most appropriate referral, and maintains files on persons
applying for employment to the Agency. In addition, the division undertakes
to maintain good relations with the public in general and with applicants in
particular, through the preparation of informational correspondence relating
to employment of individuals in CIA. The headquarters of the division seeks
to provide proper operational support to its several components located in

1. Clerical Recruitment Branch, _ Chief 25X1A

CRB plans and directs programs of field recruitment operations for
the procurement of clerical personnel; maintains adequate liaison with supply
sources, such as schools, universities, United States and state employment
services, and the U, 8. Civil Service Commission, The branch reviews and
screens both mail applications and those forwarded from its field represen-
tatives of clerical type personnel, and recommends for employment those
possessing qualifications and skills in demand by CIA, as determined by
appropriate qualifications testing.

2, Departmental Recruitment Branch, _ Chief 25X1A

DRB provides interviewing service for all applicants calling person-
ally, in addition to properly handling the screening of applicants referred to
it by operating officials, members of Congress and officials of the Government
in other Agencies. It reviews and screens the applications so received and
recommends those possessing qualifications and skills in demand by operating
components of CIA,

25X1A

A M EER RS
MY IR IR
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3. Specialized Recruitment Branch, hief '
Assistant Chief

SRB plans and directs programs of field recruitment operations for
the procurement of executive, administrative, professional and technical per-
sonnel, overt and covert, staff and contractual (where appropriate). It main-
tains liaison with supply sources, such as schools, universities, trade and
professional associations, foundations, institutes and high-level consultants,
Further, it reviews and screens mail applications and those forwarded from
its field representatives of specialized type personnel, and recommends those
possessing qualifications in demand by operating officials of CIA.

4, Service and Control Branch, _ Chief 25X1A

S&CB provides all services and statistical control functions for the
division, including the routing of files on qualified applicants, the coding for
Machine Records of rejected applicants who possess qualifications and skills
which may be of possible future use, the maintenance of files on applicants
for whom complete papers have not been received, and the maintenance of files

- on applicants who have been considered and rejected for employment, or who

have declined appointments, It provides internal mail services to portions

of the Personnel Office, furnishes correspondence service to PPD, PD(C),
and PD(O) on applicants under consideration for employment, maintains a
current inventory of requisitions for, Agency personnel and operates a system
of requisition briefs for transmission to field recruitment officers, and main-
tains an index of leads and sources to personnel,

I, - -

receives requisitions for personnel submitted by operating

officials through placement officers, codes requisition according to Special-
ization Code, and prepares a brief of the requisition for duplicating. These

are then distributed within the division, departmentally and to the field, as

are cancellation of requisition notices, prepared on advices received from
placement officers. The section receives, screens and routes files of recommend-
ed applicants to the appropriate Personnel Division for consideration by place-
ment officers and operating officials., It determines the type of reject letter to

be sent to applicants who have failed of selection; codes files of those appli-

cants who have been rejectedbut who possess qualifications and skills of

future possible use to CIA, 25X1A

-receives all mail addressed to Personnel Procurement Division
and routes it to the appropriate office for action; establishes new applicant
files, maintains a current record of their whereabouts, and maintains files

of rejected applicants or those who have declined appointment The section

alsAppoaved FppReleatsdi2@80108/64 c ﬁllAtR[H?RSdlﬁM-d 005-7 4- ’
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25X1A
25X1A operates and maintains an extensive Lead/Source Index, listing
all established and security validated leads and sources for the procurement
of personnel. :
PERSONNEL STRENGTH FIGURES, AS OF 27 JULY, 1953
A. Division strength figures, as of the above date, are as follows:
(a) Approved T/O strength: ositions 25X9
(b} Approved ceiling strength positions 25X9
(c} Actual "'on board'' strength, as of 27 July, 1953:
25X9 (includes!staff recruitment officers, clerical and
specialized, plus 3 supervisors, out o recruitment 25X9
officers and supervisors on approved
(d) In process for division staff positions: 4
W‘ .
(e) Contract recruitment officers on board: 4, (includes 1 part-time)
(f) Consultants to PPD on personnel matters: 5
(g) University Consultants (contacts for JOT Program): 26
University Liaison and Recruitment Officer: 1
(N.B. - above positions under CIA Project TRN/ADP 92-52,
"Establishment of Career Corps'")
PERFORMANCE RECORD FOR FISCAL YEAR 1953 (Summary) (see PPD TAB '"B"
for statistics)
Although the personnel needs of the Agency underwent a variety of fluctua-
tions during FY 53, the net result of which produced a lesser need at the end of
of the year than existed at the beginning, the qualitative standards for employ-
ment in all categories became necessarily more stringent, 25X9
During this turbulent year, the Personnel Procurement Division, with
placements to its credit, accounted for_placements within the
-4 -
25X9
-

Approved For Release 2000/08/04 : CIASREPHSH592TA000100010005-7

Security Information

-~



25X1A

Approved For Release WOOIOSIO4W941AOOO1000'1'0005-7

Security Information CONFIDENTIAL

Agency, This was accomplished with a recruitment staff that was 11% smaller
on 30 June, 1953 than it had been on 1 July, 1952, and which was actually 34%
smaller than its peak strength, reached on 1 February, 1952 at the time of the
first Agency personnel freeze, ordered by the then DCI. To carry this further,
the 1 July, 1953 strength of the division is 40% less than the peak planned strength
of mid-fiscal year 1952, when it was to have a total of -recruitment officers
serving the needs of the Agency.
' 25X1A
Fiscal year 1953 saw a gradual increase in the loss percentage occurring
between placement and date of entry on duty, with the cumulative figure for
this period rising to 38%. A portion of this loss normally occurs after clear-
ance by Security, and comes in the form of declination of appointment by the
applicant, This year's figures show that at the present rate, Agency-wide and
irrespective of occupational category, 7 new cases must be handled by this di-
vision in order to effect 1 placement, and approximately 10 new cases must be
handled to insure 1 EOD. Thus, to speculate further, it appears that taking all
factors into consideration - the attractiveness of employment in CIA as represent-
ed by the number of new cases developed in FY 53, losses occurring in the se-
lection and _security processes and i i i at the present
rate better Thus, even
attrition recruitment presents a problem in personnel logistics.,

25X9

The critical clerical procurement problem became even more so during

1953, requiring the adoption of emergency measures in order to assure an even

flow of qualified clerical personnel to the Agency. Not only did the clerical re-
cruitment staff increase from 8 to 1l staff recruiters in this time, but it was

further augmented during the last half of the fiscal year by a detail of 10 spe-

cialized recruitment officers who turned their efforts almost wholly to clerical 29X1A
recruitment. Area coverage for clerical recruitment at the close of FY 53 was

thus greater than at any time in the history of the division, stretching

Clerical recruitment beyond the Mississippi River continues to be unproductive
because of the distance involved. Steps were taken to provide clerical applicants
with explicit information regarding their possible utilization within the Agency,
and this has proven extremely valuable in heading off individuals who previously
may have labored under misapprehensions about the immediacy of their overseas
assignment and whether or not such an assignment was necessarily inherent

in their job. '

The institution of the applicant information sheet in FY 53 served to clarify
for the applicant many questions which hithérto have not been readily answerable

-5 -
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by the recruitment officer in the field; namely, those connected with the
security phases of applicant processing. Also improved during FY 53 were
this division's reporting procedures from the field, through the design of

new and more inclusive interview report forms, the institution of closer super-
visory control with the field by the adoption of a weekly field activity report,
the adoption of new Lead/Source report forms and prospect referral forms.

25X1A

During FY 53, the orderly process of transferring recruitment officers
to other components of the Agency, at the expiration of their desire to serve
in this strangely demanding business, continued, In this period, 11 recruiters
transferred to various operating areas, while there were 3 resignations and
a total of 15 new recruiter EODs. Thus, a constant training program was carried
w On side-by-side with the regular business of the division.

Contract recruitment for various projects, functional divisions and pro-
prietaries continued to absorb a great deal of the division's efforts without
being proportionately reflected in available statistical performance figures.
Prominent among those for whom recruitment was undertaken, either on an

25X1A

ice of the Comptroller. The gradual increase of this type of recruitment
in the face of a general decline in the number of requisitions for staff employees
can be expected to continue unabated as long as existing or contemplated personnel
ceilings do not include limitations on contract personnel,

At the close of FY 53, the division had seen significant progress in the acti-
vation of the so-called '"Consultant-Contact" phases of the Junior Officer Train-
ing Program, with the number of colleges and universities contacted and supply-
ing candidates standing at 50, Clearances were obtained on 26 such high-level
consultants, of whom a minority have thus far been indoctrinated, the delay
being due primarily to the difficulty of scheduling them for visits to Washington.

-6 -
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Overseas recruitment for JOT candidates among the ranks of Fulbright, Rhodes
- and International Rotary Scholars was conducted in the last quarter of FY 53
by the Chief, Personnel Procurement, with results which, while not immediate-
ly visible, poinftin the direction of the most successful such expedition in the
three years it has been going on, Coverage for this trip was extended to include
25X1A  not only fas well.

All existing form letters, normally used in the in 25X1A

communicating with applicants, were completely rewritten and their possible
utility expanded, with a view toward personalizing them to such an extent that

~ their form and content would as closely resemble originally composed letters
as possible., (See annual Correspondence Report and Sample Letters, PPD
TAB "F",) The facilities of the Source Index Section, established during FY
52, were vigorously expanded, and a semi-annual audit of all existing Lead/
Sources was instituted through the medium of comprehensive reports from
field recruiters at these times.

INSTRUCTIONAL AND INFORMATIONAL MATERIAL USED IN THE TRAINING
OF RECRUITMENT OFFICERS, AND IN COMMUNICATING WITH THE FIELD.
See PPD TABS "C' and ''D",

A. Any compilation of the above material in its entirety, such as was re-
quested in this survey, presents a problem of proper organization, and, because
- of the fact that the division has two duplicate functions, clerical and specialized
recruitment, there is the matter of duplication of certain information.

Accordingly, I have requested that Specialized Recruitment Branch be re-
sponsible for submitting the bulk of the material covering recruiter training and
also a complete presentation of the PPD Mémos, which latter method serves the
dual purpose of being used in training and also in communicating regulatory in-
structions to the field for all recruiters. Thus, the PPD Memos serve to es-
tablish division procedure as the basis for recruitment policy; they also allow
us to interpret for the field decisions made at levels above this division, either
within the Personnel Office or outside in the functional areas of the Agency.
These memos enable us to guarantee uniformity of performance in the field, enable
us to control the facts and information communicated to the public, and give us
a necessary amount of control over the activities of our recruitment officers,

As you will see in his covering memorandum of 23 July, the Chief, Special-
ized Recruitment Branch, has indicated the other material to which the division
has access in training and communication, but which for obvious reasons cannot
be included in this survey., Since its staff is somewhat smaller, and since its
problem is limited functionally to the procurement of one type of individual, the
Clerical Recruitment Branch has a more informal method of communicating with

-7 -
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its personnel in the field. Chief, Clerical Recruitment Branch has supplied
several examples of the types of contact he maintains with his staff, in the

form of Weekly Activity Reports from headquarters (the same report which be-
comes a part of the Personnel Office Activity Report each week), This report
enables each man to measure his weekly performance against that of his fellows,
Also included are examples of the informal instructional memoranda to indi- 25X1A
vidual recruiters and "memoranda of common concern" as [ G c:115 them.

SAMPLE FORMS SEEN BY, SIGNED OR GIVEN TO APPLICANTS, See PPD
TAB "E",

A. All forms which fit the category developed above are submitted separately
in a folder prepared by the Chief, Services and Control Branch, Certain of these,
such as the covert secrecy agreement, and the employment information sheet,
were developed within this division.

ANNUAL CORRESPONDENCE REPORT AND SAMPLE LETTERS, See PPD
TAB YFY, '

A, You will note on the first page of the volume containing sample letters
in use in communicating with applicants, that the Chief, Services and Control
Branch, has appended the annual correspondence report for that activity, indi-
cating that nearly 30, 000 letters originated within the — 25X1A
during FY 53, In addition, normal procedure requires up to 100 letters per
week from the Office of the Chief, PPD, most of these being referrals from
what we have come to call in this context ''the front office,' meaning from higher
authority within or without the Personnel Office, I also reply to any inquiry
or case which demands an involved answer or a special touch by virtue of extra-
Agency connections. All of these letters have been rewritten within the past
fiscal year, to insure that our correspondence effort reflects the greatest thought
consistent with the magnitude of the problem. We have felt that the form letter
can never be eliminated, but there was room for vast improvement, which we
have endeavored to effect,

PPD/JAC, JR:vp (24 July 1953 .
25X1A
Distribution:

Orig. & 1 - Personnel Director

1 - chrono file, PPD

-8 -
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Oﬁ'ice Memomn 2772 + UNITED STATES GOVERNMENT

DATE: 22 July 1953

STANDARD FORM NO. 64

TO ! Chief, Personnel Procurement Division

FROM Chief, Clerical Recruitment Branch, PPD

SUBJECT: Sample Memoranda and Correspondence

1. In accordance with your request, please find sample memorands, and
correspondence, of an informational and instructional nature » directed to ¢
recruiters, epplicants and lead/sources. A sample breskdown togeth - ur
explanatory notes, follows: ’ gether with

A. Weekly Activity Report. Tnig wee

of Branch activitfes, origi SUnmg, ~

ns, Iy re
Personnel Director informsd, ::d £0 keep the %V’POrt
recruiters for the same DPurpose malled to all
1n circulating information on t}; Thig 1
mgnt methods currently ip use a.ns V:riou eCruj. -
ideas for developing addit: Stimilateg oo 0"
See Tab A. g 1tional Jeq s

B. CRB Correspondence to A licyntg T
necessary to write applicanmts— <t 1s of
X 5w, ten
information and/or "sensitive" o, SCause of ¢
attention that camnnot be given hpe Te, ro al

correspondence channels. See iiﬁ,so;gh o
and ¢,

C. Memorands for Recruiters - Telei

(1.) It is customary for our fm-
ce.a.ll Washlngton on the average o TeCruiter 5 to
give z_and recelve informstion per °€ & wee to
recruitment activities. Informal ~2& to theip
informational end instructional m SCellanegys
constantly being added to individu2da are
to bg relayed to our field men. er'lephone il
confirmation memos are mailed out. HECesSary =8
(2.} Occasionally, it is necessary Jab D,
to instructions and regulations dirdive €mphg g
for compliance; hence, a memo outlin: tO CRE ©
lmportent information is repested fodl® most
information. See Tab E. (3.) When
up which pertain to all recruiters, wds cop
1§.ent1cal memos to the field askiné fo; out ¥
with our instructions and/or relay infélian
common concern. See Tab F. n of‘ce

2. This information is respectfully submitted er

25X1A

——r—y
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;O’ﬁi(:e Memorandume + vNITED STATES GOVERNMENT
l, TO : Chief, PPD DATE: 17 July 1953
FROM : Chief, CEB

SUBJECT : Weekly Activity Report, 10 - 16 July Inclusive

Accomplishments

1 Cases Processed.

General clerical, clerk-typists, clerk-stenos 51
General Services 2
Total files to Placement
Files rejected in CRB
Additional files reviewed and action taken by CRB
Total number files reviewed and action taken:

25X1A

2. Emergency Clerical Recruitment Plan. Loan recrulters mailed in: (C)
Recommends, this week - 9 Total Recommends to date -
Rejects, this week - 22 Total Rejects to date - -+ 25X1A

3. Government Reduction-in-Force Program. The Government pilcture remains
e unchenged - vacillation and indecision meke up Washington's "modus
operandi" as budgets teeter. OQur recruiters are realizing few
concrete results from RIF sources; however, we will continue to

maintain liaison with other government agencles until the program is
completed. (C)

4. Chicago Mailing Campaign. This project is repidly coming to an end
except for the very vital process of obtaining completed Personal
History Statements from the candidates. Our two recruiters
concerned - Messrs. Wwill share 68 Recommends as 25X1A
a result of the totel malling. gh this is a disappointing
tally, it is unlikely that results from other sources in their
territory would have been better at this time of year. (c)

Approved For Release ZOOOIOMSJIMEBOSQMAOOM00010005-7
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5. Summer Clerical Sources. Mailling campeigns, newspaper advertising
and schools offering short-term secretarial courses, remain the
bulwark of recruiting sources during the summer months which
are seasonally slow: A. The majority of recruiters are currently
using letter projects with varying degrees of success but all
agree that this source is as good or better than any other at this
time; B. Advertising normally slows down at this time of year
and, with the curteilment of overseas cOpPY, results are
practically nil; C. Schools now run in third place with the
best results coming out of the New England area.
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C.

16 July 1953

STATINTL

Your letter of 7 July, addressed to _ hsas

been referred to me for reply.

We regret that we cannot give you more encouragement concern=-
ing overseas employment possibilities but it is our established
policy to hire persomnel for Washington, D, C., only, Overseas
positions do exist but past experience indicates that these open-
ings normally become available to our employees only after @ mini-
mum of two years experience on the job in Washington; no guarantee
can be made as to overseas assignments and, in any case, the final
decision would rest with responsible individuals in the Washington
office whose decisions are based on current existing vacancies and
requirements of the moment,

We are enclosing a brochure, "How to Moke a Spending Plan,"
which should prove helpful in answering any questions you might
have concerning cost of living and the avallability of housing in
the Washington area,

In answer to your question as to the approximate salary you
might expect, if offered a position, it is only feasible to say
at this time that our beginning salaries range from $2,950 -
43,410 per anmm and more in some cases, depending on individual
qualifications as compared with available openings. The minimum
acceptable salary noted in your application form will be an in-
portant factor in srriving at a decision,

Please advise us of your continued interest in light of the
above information, as no further consideration may be given your
application until we have such word from you,

We are looking forward to hearing from you in the very near
future,

Sincerely yours,
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C.

22 June 1953

STATINTL

I am very sorry for the delay in answering your
letter of 5 June but, contrary to my estimate to you of
returning to Washington on or about 1 June, it took me un~
t1l yesterday to get back to my desk,

During my absence, a reorganizational change took
place which eliminated the position I discussed with you,
Although other employment opportunities have been reviewed
in an attempt to effect your placement, no appropriate
opening has been located for you at present, However, I
J, do wish to assure you that details of your personal his-

tory will be subject to further review as our needs change,

and we shall be pleased 1o get in touch with you again
should a suitable vacancy occur in the future,

Thank you very much for your interest in our organi-
zation and, if you have any further questions, please feel
free to contact us at any time., Again, please accept my
apology for this delay and I hope this has not caused you
any inconvenience,

Cordially,
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STANDARD FORM NO. 64
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Oﬂice Memomndzmz « UNITED STATES GOVERNMENT
TO _ DATE: § * arch 1953

FROM : Chicf, Clerical Tecruitment Branch

SUBJECT: T,cad/Source - Kingston High School, Kingston, Permsylvania

1., Chief, PPD received subject referrsl fram m apgency employces
4 is our understanding that government recrullers have not visited this area.

recently.

2, Will you pleuse look into this source the next time you visit
the Scramton-iilkes Berrc area. Please let us know the recults, Thenk Fou.

Best regards,

CRB/JiM: b
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ce CINROVAaAna#n? « UNITED STATES GOVERNMENT
STATINTL

' DATE: 2 Juvl ]_nga
o 3 3l 1903

FROM : (hief, CHB/PPD

SUBJECT: Placements - first hall of 1653

) . 1 e I o - K . a 1l o
1. Don, you once boasted that you would betler your l/)2‘r?F?rd of %SSt?lxge??ntu
within the first hall of 1953, You came so close we are {oinsg to cede tae bet.

2, Congratulstions! Your score thru June 1953: 15l Placenentss

Best Regards,
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Ojﬂice Memomndum e UNITED STATES GOVERNMENT

TO :
FROM

SUBJECT:

__ CORFIDENTIAL

A11 Recruiters SECURITY INFORMATION PATE: 7 July 1953
* Chief, CRB
Personnel Director's Memorandum No. 50-53, dated 2 July 1953 =

"Follow=up Interviews"

1, Paragraph #2 of subject memorandum applies to clerical
recruitment and is reproduced below for your information and
compdiarnce,

o » « Recruitment officers and others engaged in
personnel procurement or processing who have, or obtain, knowledge,
diredtly or indirectly, of a keen interest in, or a strong desire
for, overseas employment on the part of an applicant or a person
in the process of entering on duty will be responsible for
insuring that such information is or becomes a matter of official

record in the applicant's or employeets folder and that such
Information is taken into consideration in placement actions,
Blacement officers will adhere to a policy of insuring that such
applicants or employees are not slotted aga nst, or assigned to,
overt offices or other offices which are not in a position to
offer eventual overseas assignment to the individual., This pélicy
shall apply to clerical personnel only., HNo promises or commitments

regarding overseas assignments will be made to applicants by members
of the Personnel Office,

2, If you heve any questions concerning this memo, please
discuss them with me the next time you cd 1l Washington,

25X1A

CRB/JRW: b (7 July)

COPY

it ibuﬂgm
SECURITY INFORMATION
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0]?’26‘6 Memomndﬂm « UNITED STATES GOVERNMENT
"l TO

: 211 Liecruiters DATE: 1, Yebruery 1953
FROM  : (hiei, Clerical Hecruitment Branch

SUBJECT:  (opyleted Cases

1, We prefer to receive completed cases from you vhenever possible -
completed PHS, appendix one, signed employment affadavit, medicsl form,
vhotographs (may be forwarded at a later date, with no delay in nrocessing), your
interview report and test results,

2. The problem of clerical applicants failing to forward fomms is a very
cerious one snd we prefer that you tie up a complete case in the field; however,
we understend that this is not always possivle {or the itinerent clerical recrui-
ter, If you do not complete the file in the field, plecse make certain that
vour interview reports arrive before the Personol History Statements hit A'S,
becouse this causes confusion in routing the files end, as the recent ShB news-
letter pointed out, "the notes must have gotten terribly cold belfore the IR
was written's

.l STATINTL

CiB/dWe b (13 February)
1 - Chrono
Je=  CEB and "loan® recruiters

e
\-‘\
g
14
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: O]fﬁce M@?’}ZOVMZJZMZ e« UNITED STATES GOVERNMENT

]

A 4 - . “F
TO 411 Hecruiters DATE: 1l July 1953

FROM : Chiefl, Clerical Recruitment Erench

SUBJECT: Tateral Goverment Transfers

STATINTL

1. _has brought up & question in re lateral transfers wihich
has long needec clarification; i.c. Will CIA pay moving expenses and pexr

diem to employees of oticr govermment agencies who desire a transfer To our
organization (and who have a Letter of Availebility, of course)?"

2., Ahs 8 sidelight on this guestion, Art passed on infomeation to us that
AGO Hgs. Washington, has been recruiting clerical categories for Washington,
£0Ding in Ste Louis, keeping employees there one pay period and then effecting
the trensfer ab government expense,

3, Chief, PPD asked the Persomnel Director for zn official riling and
his reply was: "In the [irst place, AGO is sticking its neck out EODing
people in Ste Louls aod then trensferring tiem to Washington in view of recent
rdings wy the Comptroller General. It may open the door to having ‘the
covermment reclaim per diem end travel from employees thus transferred, Ve
do not want to add our scalp to any already hanging from the door of the
Comptroller General, Even the 200 mile provision is now out (oT&: a former
possioility was thal we would assume transfer expenses within a radius of
200 miles); if we cennot interest them otherwise. it is our tough luck. Leave
benefits, etc. may be trensferred, however, '

lie This positive stend should prove to be helpful infomation to you
when telking with present government employees - RIFs or just desiring change.
If you have any further cuestions concerning tiis polemic subject, pleuse
discuss them with me when you call Washington,

CEB/PPD: jb

corpYX
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Interim Assignment Branch - Last Six Months of 1953

1. On 2l August 1953, the Interim Assignment Branch was removed
from ﬂto Curie Hall., Closer, smoother and more efficient
coordination immediately resulted with practically all offices of the
Agency in comnection with increasing work projects, and particularly
with the work of the Personnel Offices; namely, Transactions and Records
Branch, Clerical Placement, Testing and Evaluation Branch, Clerical

OTR, etc. In addition, the convenient and
frequent shuttle service has been an important timesaving factor. In
general, the advantages of the present location of the IAB from a
timesaving standpoint alone in carrying out its operations have been
tremendous.

2. A total o
the above period;
cleared.

new employees entered on duty in the TAB during
ad been fully cleared, and 223 provisionally

3. Four hundred and ninety two (L92) were referred to the Clerical
Induction Section, OTR, for an average of two weeks training in the
required skills.

L. Three hundred and seventy three (373)work projects were
completed, representing 59,043 man hours. The maximum number of projects
for any one week was 66, and the minimum 27.

5. Twenty four thousand two hundred and sixty six (2l,266) clerical
recruitment form letters were prepared for mailing, which included typing
the name and address, folding, placing in window envelopes, sealing and
forwarding to the mail room in Q Building for postage. 25X1A

6. On L October 1953, a security lecture by
Chief, Interrogation and Research Branch, Security Office, was added STATINTL
to the EOD Orientation conducted every Monday morning in back of J Wing
of the IAB by Chief, Services Branch, Employee Services
Division. This innovation was the result of efforts by the IAB to have
qgive regular talks to new IAB personnel concerning the
enigma o e polygraph. Previous to this time, despite all security
precautions, Building 13 interviews were discussed indiscreetly among
provisionally cleared individuals in the IAB, creating distorted
impressions about it. These regular talks to new persomnel have
considerably cleared up this problem.

Interim Assignment Branch - Plans for First Six Months of 195

1. Tt is planned that the IAB will be somewhat smaller in average
size than during the previous six months. With the Agency almost on
an attrition basis so far as clerical employees are concerned, it is
believed a pool of 100 to 125 individuals should meet Agency needs.
This lowered clerical requirement for the Agency will, of course, have
its effect on the Testing and Evaluation Branch as well as the Clerical
Induction and Training Section, OTR,

Approved For Release 2000/08/04 : CIA-RDP78-05941A000100010005-7
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2., With a smaller Interim Assignment Branch, fewer work projects
can be undertaken.

3, Within the next few months it is our aim to create within the
TAB a nucleus of fully cleared, fully qualified clericals of all types
who will be available for immediate assignment and even detail upon
request of any operating office. As the Agency gets on an attrition
basis with respect to clerical vacancies, it is not possible for an
office to plan ahead what specific jobs may open up at a given time,
therefore such a group will be necessary in order that we may give prompt

service in filling such openings.,
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THAISACTIONS AND RICCRDS BRANCH
FISCAL YDAR 1953

I. The Transactions and Records Branch of PD{(C) consisting of the Office of

25X9

A

T
ilie

-
T
e

the Chief, Transactions Section, Records Section and S ecial Processing

Serves as a contact point for covert offices in the interpretation
of Civil Service Rules and Regulations, C.I.A. Regulations, Comp=-
troller General decision, etc., In addition, on a continuing basis
reviews existing procedures for work simplification, preventing
duplication and overlapping of functions, clarify or eliminzte
oxlsting work practices and procedures to assure a smoother and
more efficient operation in the Transactions and Records Branch
and the offices serviced by PD(C). Render technical advice and
assistance to operating offices on aspects relating to personnel
action processing, etc,

Processing of all appointments and subsequent personnel actions
of staff employees, staff agents and consultants.

Maintenance of official personncl folders. Maintenance of an
organizational position control which reflects vacancies and cn-—
cumbants by daily posting and records to carry out the Persomnel
Fyvaluation Program.

Complete processing of staff agents including contacts with staff
agent applicants, appointing of staff agents, processing of all
subsecuent actions, and the maintenance of separate records of
all staff agents.

- . “ 3
Kaintain a pseudonym record of covert employees,

Prepare a regular -and special statistical reports as recuired.

II., Functions of Xach Section - Transactions and Records Branch

A. -

Gffice of the Chief.

Jesponsible for the supervision of employees within the branch in
carrying out the responsibility of processing staff employees, staff
agents and consultants and the maintenance of all official personnel
records reguired for an efficient personnel operation; advises Chief
?D(C), Branch Chiefs of PD(C) and operating officials in the appli-
cation of Civil Service rules and regulations, C.I.A. regulations,
instructions, notices, etc., Comptroller General decision, etc.
Prepare regular and special statistical reports as may be recuired;
maintains a pseudonym record of covert, employees; cstablishes
internal procedures for the branch; recommends and reviews other
procedures and instructions.to insure a more efficient personnel
operafion conducts a work simplification program within the branch;

Approved For Release 2000/08/04 CIA- RDP78 05941A000100010005-7
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The processing of an applicant entails the review of the forms
submitted by the applicant for completeness; initiation of
security; monthly letter to applicant informing him of the
progress of his application; answering numerous inquiries in
connection with transportation,.housing, conditions of employ-—
ment, etc. Haintaln liaison with operating office officlals
of the status of the applicant; coordinates entry on duty
dates; schedules megdical examinations; security interviews;
additional interviews with Placement COfficer; assists and instructs
employees entering on duty in completing the required appoint-
ment forms, ctc; and finally sending employee to the operating
office to which they are assigned.

Process all personnel actions involving promotions, reassign-—
ments, separations, changes to lower grade, transfer of funds,
periodic step increases, etc. Upon final approvel distributes
coples of various persomnel actions, etc.

Haintains a current record of all authorized positions serviced

by PD{C); verifies existance of positions prior to initiations

of recruitment requests and personnel actions; maintains

suspense dates for periodic step increases; suspense dates

cmployees are to recelve personnel evaluations; provides

telephone information of present employees for credit purposes,
25X1A verification of employment, etc.

¥ointains the control and custody of active and inactive
official personnel folders of covert employees in accordance
with established procedures; locates and attaches folders to
request for personnel actions; receives and dispatches 211
mail for PD(C); reviews all incoming correspondance for
filing in official personnel folders making a determination
as to what material is to be filed in the sealed portion of
the folder, etc,

D._

Completly processes staff agents, involving the developing and
maintaining of constant liaison with operating office case officers,
applicants and other agency officials; provides personal services

and personnel information necessary to cnable appropriate individuals
Approved For Release 2000/08/04 : CIA-RDP78-05941A000100010005-7
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3.

to accomplish their continental or foreign assigmments; maintains
official persomnel folders and records of all staff agents. The
records and procedures of this section are continuously being
reviewed because of the complexity and individuality of each
case lnasmuch as staff agents do not enter on duty within the
confines of a recognized C.I.A. building.
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1l.

ﬁbRKLOAD STATISTICS FOR FISCAL YEAR 1953

Personnel Actions - Staff Employees
a. Appointments
b. Promotions
¢. True Separations
d. Transfer of funds
e, A1 others (reassignments, leave without
pay, periodic step increase, etc.)
TCTAL

Personnel Actions - Staff Agents
a, Appointments
b. ALl others (promotions, separations,
reassignments, periodic step increases, etc.)
TCTAL

Security Initiations
a, Stalf employees
b. Superceding initiations - staff employees
(security initiations requiring superceding
action because of changing positions, areas,
etc. while applicant is in process)
c. Starf agents

TOTAL
Telephone Calls
a. Incoming
b. Outgoing
TOTAL

Incoming Pieces of Mail

Correspondance
a. Received
b. Prepared
c. Forms, etc, filed

Computation of Service Credit for Leave Purposes
(overseas employees only)

Number of T.0. Changes Received
(Involving one position to complete organizational

changes such as complete DDP departmental, Office of
Training, Logistics, Security, —
Communications, etc.)

Custody and Maintenance of Official Folders
a. Active
b. Inactive
TOTAL

Special Reports

70D Travel Orders P d
Approved For Release 2000/08/04 : CIA-RDP78-05941A000100010005-7
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614,96

152284
157040

50700
9048
91312

900

4L68

150
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12. Declinations and Applicant Cancellations

13. Number of Personnel Folders Pulled
a. Personnel actions

b. Operating Officials STATINTL
c. Telephone, written and other inquiries
L. Number of Active Folders Converted in Accordance With PDM 32-52
15. Special Messanger Trips
16. Overseas Pouches Prepared for New Appointees
17. Request for Personnel Folders from Other Agencies
18. Number of OF Lb's Prepared for Operating Cffices
19. Number of Cables Received in Pseudonym and Inserting True
Names Before Lelease to Other Offices of PD(C)
20. Number of Pseudonym Cards Prepared
21, Number of Pseudonym Cards Maintained. In addition to
Pseudonym Cards Prepared and Maintained, a True Name Card STATINTL
is Also Prepared and Maintained for Cross Heference Purposes.
This Count is not Included Above. (As pseudonyms are cancelled
both true and pseudo cards are destroyed.,)
22,  Number of Position Identification Strips Prepared Resulting
from T. O. Changes (SF 7D)
23, Persomnel Folders Flagsed for Employees who have been
Assessed and the Assessment Reports Heturned to Office of
Training.
2),. Established New Permanent Folders for Staff Agents
STATINTL

25, Tstablished New Service Records of Staff Agents by use of
Service Record Card OF 4b.

26. Posted Completed Personnel Actions to Service Record Cards

27, Posted Complete T. 0. Changes from Combined Personnel Action
Torm in Addition to Above.

28. Letters from Other Govermment Agencies, Industries, Individual
etc. Requesting Verification of Employment, etc.

29, TReviewed and Flagged Personnel Folders of Employees who are
Draft Deferred and/or Have Permission to Leave the Country
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amlifications standards are stetemants of the mindmum and
deairsble requivemente in torme of educstion, experience, skills and
akilitios needed to perform & perticulsr job or elase of Jous,

The Civil Seprvice Commission hap established qualifieations
stenderds for most pogitions in the Federsl Servige. These standards
have beon developed on pretyy much of & consensus basis after consule
tation with represantetive departiments and are ralsed and lowered os
the demanc and aveilability factors chenge. In CI2 positiens which sre
sdmiler to gopersl positions such ws clerk, secretary, etc,, the
Cornndasion's standarcs have Leeon used a8 puide lines ir b33 ing
the qualificetions of perzomnel. In mery inmarces, hovever, CIL
positions are not ooppareble in that similar dutles erc rnot performed
in othar sgencioe at 811 or are nwt performod in the smre combinetions
@8 in Clilhk,

Puring tre years of repicd expansion, greatest rellsnce hss been
placed on the opinion of tho operating official thet 2 certsln cendi-
date swulc be sble to perform well in e given job, Various RKindo of
beckground bhave been acceptad by differert officials for similar jobs,
In some ceses; such oduomted guosses ar %o what 8 Job requires have
bean fairly accurste but the usual oase hes been mestly trisl snd error,

The lack of information a# to what skille, abilities, and knowe
led;or are reguired has seriously hempereé cur recrulteent effort by
making it dirfienldt, if not imposaible, to soreen excert or sross
factors, The sexe deficienay has effected instsllation of e sorksble
prograx of ineservigse plecement as well,

ualificstions information 1is sorely needed in the development
of & caresr service progres 68 & Mlective device and 5 pulde %o
training end yotation requiresents,

Praetice for the past several wmonths has becn to axpand ol
requirensmts infermation as provided on recrultmert requisitions in
ordar to ottain letter date for speeific posltions to be filled, This
1s helpful in meeting the Lamedimto needs of racruliters but =mekes little
cordribution to the over-sll problem,

Vhe eurrent plan encompssess all sgency positlons ang will result
in the sstebtlishrent of statements of sinlmum end desivalle qualificaw
tions as determdsed by the experience of supervisors in worklng with

of vardous backgrouwnde in similsr positions, " aplifications®
is congidered 0 inglude educational requireme:is, types of work
exporience partirent to the CI4 position, special skills and sbilitles,
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an¢ importamt personslity charecteristics. (The development of
physical reqiivements stendards is the responsibility ~f the
Mecdleal NEfice. )

Thig progrer 1o aow being initdsted iz the Communications 0ffllice.
Surveys of 200 and XTI will begin in the neur futurc, Samples of the
guostionnaire usec a= a pulde in obtaining informetion [rom supere
vigores wd the workdhieet which Lacomes & raw scurce of guallfications
droraation sre attachaed,
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QUALTFICATIONS CODING PROGRAM

The qualifications coding program is concerned with the recording
of qualifications possessed by particular individuals as opposed to
the previously mentionsd qualifications stendards program which is con-
cerned with the qualifications required to perform e particular Job.

Qualifications information in readily accessible form is needed
to identify candidates for openinge on the basis of general qualifica-
- tions 4o spot individunls posseseing specific skills. Ammlysis of
the qualific:tionn poasessed by on~duty persomnel is helpful in review-
ing the Agenty staff qualitatively and in directing attemtion to the
types of backpround most effective in Agency positions.

The coding of qualifications information for both applicants and
on~duty persomnel had been undertaken several years ago. Howsver,
experienoe has shown that the structure adopted was not sufficiently
comprehensive to meet the requirements of the Agency and the present
program smounts to the development and installation of an entirely new
system which will utilize IEM records.

The cods structure--including occupational, militsry, skills,
geographic, etc. codes-«has bteen completed. The questionnaire to be
ut{lized in obtaining current md detailed records for on~duty per-
sonnel has bean completed and is now in use on a trial basls in 031
and CHR. These questionnaires will be coded and incorporated in the
machine records. A sample of this questionnaire is attached. The
sae information, except for cbviously inappropriste items, will be
goded from applicant files,
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Flacement follow-up is the plamnned pattern of inguiry used by the
Flecement Of{lcer tv ingure effective placement as well as proper utili-
sation of personnel through interviews with the individual and his
mmiaw‘ .

Flacement Lollow-ups teke the form aof interviews within 90 days
after an individual has assunec the respongibilities of a new job,

The responsilility of the Placement “fficer does iot cemse with
referral to and initlal selection of obviously qualified candidates.
He constantly must be in touch with the supervisors to serve them on
thelir plscemant problems and to plan ahead so thet he may anticipate
and head off problems before they erise,

During the years of rapic expansion there heve been no organized
contacts between ihe Placement Officer and the first line operating
supervisors. Of%en the Ldwinistrative OL{icer of the Uffice hahdled
all of the personnel matters with the Placement Officer and the latter
individual found out about plscement matters only when it had reached
& problem stage.

Through the use of placement followeup interviews with the indie
vidual mg well a&s his operating supervisor the Placement Officer has
an oppertunity to do two things. First, he can accomplish the primary
purpose of insurin; effective initial as well as ineservice placements,
Second, it offers the Placement Officer an opportunity to mee 2ad work
with the operating supervisors on their plecement problems which result
in closer cooperation and betier understanding between the two.
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CLAGSIFICATION STAHDARUS ROGHAM

Classification standards are statements of the elements in gjroups
of jobs which describe the types of duties performed and identify the
factors of difficulty and responsibility which are used to determine
the pay rate.

Central Intellirence Arency is specificelly exempted from the
Clnesificntion Act of 1949 which provides the plan for position clasc-
ification and rates of corpensation far most Federal apencies, 5 In
the casc of Jualifications Standards, the specifications estatlished
by the Commission for comparable positions are applied to CIA positions,
Tn other cascs, however, and particularly in the case of "intelliyence”
positions, it is necessary to develop within the Agency standards for
classifying positions.

i sound progran of pesition classification embody ing accurate
position descriptions is one of the basic Sools of management. Ib
serves the needs of career service in pointing out linus of progres-
sion, aress of rotation, training needs, etc. and other aspecis of
the total personnel program Ly laying a foundation for establishing
qualifications requirements and selection eriteria, and Ly providing
a basis for eguitalle salary administration.

The current jrogram for developing classification siandards con-
templates review and analysis of all Agency pos itions. The program is
underway with surveys completed in Comno #nd OCI and now in progress
in Finance Division, The classification standards ro.ram is a part
of the total program for obttaining in one docunent all the inform:ition
necded atouwt & job to serve the needs of career service, recrultment,
placement, terting, salary administration, and training. 4 sample of
the outline to be followed in this document is attached.
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rmationf

Calia ivICh PROCBAK

Since eopden of the full report of the Career Service Cormittee
have alresdy heen [orwerded, this program is not mutmrired hora,
Howover, sone corment is needed ae to the role of the farsonnel CITiee
ir ectivating the pro;rem.

the Caresy Service Utalf operates as & #talf unit of the Fersormel
offiee in providing sscretoriat gervice to the fereer lervice Comuities.
In addition to this requirement, Persornel Studies arc lrocecures "taff
of the Personnel Office has the responsibility Tor devoloping rerule-
tions erd procedires Dor instelling and cerrying on the variour Crreer
Service proprang,

An example of this is the development of the Perflormance lvelue
tion Pler, Althourh the question of CIA'y position relative to the
Perforrance Aatine fot of 1550 ie not yet cloarly anmxrad, & yyeten
for eveluating performsrece 1z needed for the toial personnel program
and particularly for the gercer service phase of the total prorras,
e Cormittes developed a fenersl plan which has been approved by the
Director. YNow it becomes the responsitdlity of the Parsomusl C{Tlce
to develop end install that plen on & working besls Lo meel tie
specific neods of carear ssrvice gnd of ponerel perecinel mmngienent
s well, JAppronricte remlatory and procedwrsl meterisls sre now being
prepared bty the Personnel Studies apnd Procedurss Dtall wileh ie nleo
working on the developmont of = rermel to be used in the txalning of
Aronry officiale in the use of the evelustlon gygtem,

“op,
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PERSONNEL REGULATIONS AND PROCEDURIS MANUAL

Tha Personne)l Regulations and Procedures Manual will be a hand-
book of regulatory and procsdural material dafining the requirements
and steps for carrying out varicus personnel activities.

Most depariments and agencles have published regulstions and
procedures for the administration of persomnel activities within
the general framework of laws, Civil Servios regulations, other tesic
authorities, and the policies of the particular establishment. The
present imsusnce of personnel regulations as contained in the CI2
Manual is not in sufficlent detall to be of real use to personnel
or operating officials in carrying out the Directorts policles in the
area of persomnel management. Hany of the present practices are not
uniforn and need to be examined in terms of efficiency.

This manmual is now in process. The plan is to publish material
on a particular subjecte-such as placement--as rapidly as written.
Comments, sugrestions, and concurrences of operating officials will
be obtained on appropriate topics. Discussions with the 0 & M
Service point toward a sompletely revised 20 serles supported Ly
Procedural Instruction Manual as the finel accamplishnent.,

~SECRET~
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HOSOR AND IRCENTIVE AVARDS PRQJECI

Eonor awards are granted to give rewgnitién for employee per-
formance, the walue of vhich is not mneagurable in monetary terms,
Tneentive avards in the form of cash or step-increases are used to

sncourage employee participation in management.

CIA haa established an awards progranm by means of Regulation
However, the existing program has certain deficiencles,
chief of which is its lack of honor awards. Also the various incentive
avards need to bs mors specifically defined and eoordinated. The pro-
cedural administration of the program should be revised to make for
more effiocient and speedier processing of awards, and the sntire pro-
gram needs publiclty.

In conjunstion with the Career Denefits Committes a revised draft

of CIA Regulation Feo. has been prepared which establishes and
spotlights an honor o soordinates the various incentive
awvards, and strengthens and simplifies the administrative aspects of
the progran,

A suggestion form has been drafted to make it easier for employees
to submit their suggestioms and thersby stimmlate participation iz this

phase of the awards progranm,
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PERSOHNIL ACHRTING PROGRAM

The nead for an effective progran of meaningful statistical reports
on Agency staffing and personnel is obvicus. Plaming and direction of
Agency activities demands a knowledge of how much stall is availa le,
what kinls of nersonnel are on duty, where thet staffl is locoted orran-
izationally, wiwt sre the turnover and accossions rotes, cte. The
project of revicwing existing persomnel reports for the purpoge of
abolishing unnecescary reporis, cevising mov ones where needed, and
improving the presentation of those retained hos teen in process for
some months,

In mony instances, the review process leads o review of the
procedural phases on which the reports are besed. For axample, the
problem of providing an asccurate report of security initiations led
to a study of the flow of requests for security approval which in
turn resulted in an improved system for procensing these cases. In
this way, the persommel reporting progran is keyed in closely with
the whole program for improving the operstions of the personnel office
and establishing uvniform procedures fur hendling personnel business
in the sgency.

The approach to the problen of personnel reporting has been Ly
way of meeting immediate and emerpency necds at first. At the prosent
timo, the brush fires are sufficiently well unier control that planning
of the over-all pro-ram is underway. This includes, of course, con-
sideration of the ubilization of machine records wherever possible in
order to expodite obtaining reports amd to reduce the cost of prepar-
ing necossary reports.
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A pwrsarnel. records system has besn installed which utdlices

the forms sl frocedures outlined in Civil Service Handbook Sel12,
“Baxlc Fersohne). Reocwds mad Flles Systen for NMederel Agerniae,.

The purpose of the

f£iles and recores, Aﬁhwgh this egengy 1s not required to follow

this

ayotem, the ums of this syobes will grestly sic in the eoonomicel

and efficient ure of personnel forms and records already in use snc
avold vhe use of uinecessary and duplicets personrel recards.

mum&y@aﬁmﬁma%mmtzmaaf-mammmﬂr
recards, and hag the sdded adverdsge of roducing the cieriosl operse
tions within the perssnnel office to & minismpa,

%o intoprate with other aduinistrative activities ang provide en
dproved tool for mmnagerdsl control,

New progocdures are gradurlly being instelled to Lplement the

records systen. These procedures are designed specifically tos

1. Aehieve increassd uniformity of oparations Letween
Divigions of the Personnel 0ffice in North and v Bulldinge.

2, Bstabtlish a wmingle position mumberin; system for
personnal action requests, recruitzert requests, tebles of
organization, sction contrel records, position deseriptions,
atc,

3s Esteblish a Table of Crganization formst wideh will
provide usaful pesition information,

ke Centralize psrsornel action comtrol in ihe Poriiien
Control and Service Record files, Trenssctions xc lecards
Eranches. Irovide in Position Control & centrsl point for
dispensing personnel and position informetion,

5 Provide for consolidation and improvemsri of forus
ueed in processing personnel actions.

Ge Eliminete urmacessary stops in provessins persornol
sttions,
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MAJOR FUNCTIONS AND RESPONSIBILITIES OF PERSONNEL RELATIONS BRANCH (C)

I. EXIT INTERVIEWING AND FINAL CLEARANCE PROGRAM

Conduct interviews with all employees who resign to determine cause
and solicit comments, suggestions or criticisms which may be useful to
reduce turnover, A written record of each interview is prepared and
submitted with a monthly statistical report to R & P Staff for review and
distribution,

25X1A

Special Exit Interviews

Interviews with employees who for security or medical reasons are
disqualified for employment constitute an additional responsibility of
the branch. Figures for such cases are included in above totals.,

Special Clearances

25X1A

Clearances are made on staff employees converting to staff agents,

Total number of such clearances made for fiscal year 1953._
(Not included in above figures)

Administrative Frocessing of Resignation Actions

The "paper work" involved in the resignation process includes receipt
of SF=52 actions and PD(C) file, preparation of Status of Resignation Slip,
writing of report of interview, typing in sextuplicate of Form 37-154
(Report of Separation), securing of supervisor's recommendation for re- .
employment, submission to Placement Branch for re-employment recommendation,
clearance procedure which requires a minimum of 12 telephone calls on each
individuel and completion of final payment clearance sheet, After signature
of Chief, PRB on Separation Report and on action, papers are submitted to
T & R for further processinga.

i'
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II. EMPLOYEE COUNSELING

Provide "open~door" policy for all employees who have problems,
either personal or job adjustment, with which they desire assistance,
and assist employees in a liaison capacity, whose problems involve
other Agency offices such as Medical, legal and Security.

This office held the following »counseling interviews:

July 1952 19 January 1953 ol
August 37 February 50
September L5 March 65
October 63 April 88
November 61 May Lg
December 28 June 57

Totalesssos 656

ITI., ORIENTATION OF NEW EMPLOYEES

Since 23 September 1952 the Branch has conducted a weekly orientation
program for all new employees.

25X1A

About two hours are devoted to each orientation session, and an
average of 8 new employees have special problems or questions each session
which require an additional half hour. :

IV, RESEARCH AND INFORMATION SERVICE

Act as a channel and referral center for a great variety of requests
for information from employees.

Approximate number of general inquiries per month .... 180
per year ....2160

V. SPECIAL CASES

Indebtedness Ceases

Houtine indebtedness cases require a minimum of two letters and
usually one interview with the employee. Because many of the employees in
question are overseas, conferences are often held with the foreign division
and Security offices to determine course of action to be taken,

Total debt cases for 1953.csees 62

asg; 04 : CIA:RDP78-05941A000100010005-7
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Illness, Accident and Death Cases

These cases have proved to require a large expenditure of time of
several senior personnel relations officers concurrently. For example,
this office has investigated and handled missing-in-action cases, suicide,
overseas death cases, and institutionalized psychotic employees. Such
cases require close liaison with the Medical Office, operating offices,
Security and other Agencies when cover is involved.

It is estimated that the full time of one staff member is devoted
to0 these cases, There have been 1l death cases in 1953 and approximately
25 serious illness cases in which this branch has participated.

VI. HOUSING

The Branch receives an average of 45 requests for housing each
month. It is estimated that 1/L of those making requests are directly
assisted.

VII, HOSPITALIZATION PROGRAM

One hundred and thirty-nine policy holders make premium payments
each month in this office. The average monthly payments total $600.

VIII. APPROVAL OF LEAVE REQUESTS

During the fiscal year 1953, the Branch approved 62l leave requests:

Type of leave Number of Approvals
Advance Annual Leave 86
Advance Sick lLeave 69
Military Leave 239
Leave Without Pay L5
Maternity Leave - IWOP 85

0f the Leave Without Pay and maternity cases spproved, 1L8 required
actions, necessitating clearances similar to those made on resignation actions.

1X, GENERAL CORRESPONDENCE

Classification Amount
Intra-Agency Memos 600
Condolence lLetters 1
Alien Sponsorship 10
Miscellaneous inquiries 60
Settling affairs of former

employees 155

Totaleeessas 839

- 3w
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X, MISCELLANEQUS ACTIVITIES

Special Studies and Functions

Compile information for special studies, process transfer-of-funds
(discontinued as of May 1953), work on a cooperative basis with Office
of Inspector General, Legal Office and others who request our services,

XI. EMPLOYEE SERVICES AND WELFARE

Assume responsibility for welfare activities, fund drives, bulletin
boards, notary public service (2,500 made for fiscal 1953), advise on
retirement problems, and provide such miscellaneous services as are

required to assist in the maintenance of employee morale and job satis-
faction, ‘
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MAR 16 1953

IEHORANDUM ™% Deputy Director (sdsindstrstion)
SUBJECTs rmployes ‘ervices.

le Tide 18 4in the mature of B progrese report on the various
“ctions Leln; taken by the Fersconel Uffice on services roleted to
e Indivicuel mevbers of the Zjency.

For the jast several rowdhs we have
; rowviteliiged incentive ewawde 50w
iPame 1 am plemsec o pepert thal our efforts ave reconitly
come Lo pertisl frultion, ‘e have designed, ad o

e placed Jifty nov incentive awerds tulletin lo
cut the Sgarcye la have deplpned sitreciive posters whieh

re attachac 10 ino boards &nd, in sddition, have been spotied
&t Uiy other lecations dn fpeney btulldings, onthly bore-
citer we ghnll seve & new poster wiich shall recolive the sane
¢istribicion. ) new employess' suggestion blank ws boon
cevelopoc and distrituted to each of the boards. /i copy i
sttacheali. “he fir-t day the Loerds were up end the new blasks
in uee ve rocoived mors sugpestions thar for the orecedic: six
contiwe LItk ihe paychecke on 13 Herehk 1553 we -ad dletributes
& flyer lnviting participetion. £ copy is stituched, } now
incentive azverds rosulation hes been preperer rrnc mubmittod to
your offies for publication, This sew resulstion 15 alned at
cbtaindny srester participetion in the nrorremy of eourse, and
will provide for rotating membership amon; Ajercy officials on
the inesntive awards committee, In the past yesr the guzpestions
subalited huve averaged sabout 10 from ell slemente eoept L1/P
enc 1 from 11/7, ur recont receipis thow I1/F to Lo sutnuwdere
ing the reat ol tho ‘perty.

be  naurence, After pstbing off tr & glow giepy cus o
5pa00 probLaiE, Lhe insurante proXes 18 aindn; momerntun,
substantisl pert of the steff for this progrem iz "wrd &t work
in converting the recards of (I to the aystesm under whish we
will operate in the future, 4 proposec notice to all 2iey
rambers adviping thom vhen end wwere to sibsit spplicstions in
in proowes snc will be forvarded to your office for spproval
Mﬁmy 3

Ce (I Lalfara,

(1) The irengy bulletdn boards for jeneral notices have
fallen inlo szoe disuse Lut we ere pleking up thie it ew
a eoxntdnudng responeilility of the Parsonnel Gffise to post
geual ltems under & comtrolles system, ide-dharin,
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